
APPLICATION FOR RECORDS RETENTION SCHEDULE 
J I -  - 

Administration Division 
Post Office Box 2406 
Savannah, Georgia 31402 '~ 

i 2. .%rson to Contact ' W o r k i w T i t l e  Telephone Number  

OFFICE OF THE SECRETARY OF STATE 
DWARTMENT OF ARCHIVES AND HISTOR' 

, RECORDS MANAGEMENT DIVISION 

. Carol Moseley Administrative Assistant 964-3869 . i/. 

13. Action Requested 

s 3. Cstas ot Series 
i Ear l ies Latest 

, 4 / 8 2  1 To Date 

5, R d s  Series Tide ffallowed by n'de used in office; if different) 

Master Employee Listing 

I 

7. R e a r #  Series Description This f i l e  cantains the fo l lowing documents (include form numben and titles. if any): 
Attach samples of the file. 1 Oocuments relat ing to: Employees of Georgia Ports Authority 

1 i n d u d e d  are: Pay Y5070D which'lists all pertinent data for employee; a summarized 
report of the actual personnel file. 

Pay 10F, Job Class Listing. 

F ile is arranged: Chronologically 

8. Monthly Re fe rmca  Rate How o f t e n  are records referred to which are: 1 One to six monthsold 20 
twenty-f ive months and older 

; Seven to twelve months old 10 ; Thir teen to twenty- four  months old 2/ouarter 
varies 

Letter-size drawers ; Legal-siza drawers ; Shelves ; Omer I~~ecifyY) Lhnv 

-L (0-1 
~ ~ 

. -A 
.sA-50-77; Rev. 76 

i 
i- 



2 . ~ ?  . 
. .  . .  I 

urrity handling? If yes, site law or regulation. 
t 

1 

. .  

e 

a. StamLm Y a u r .  . 1. Audit period 
b. Statute of limitatiqn wars. e. Administrative need 
z Fzderaf law wars. f. Fderal retentiominstructions - 

yesrs. 
vears. 
years. 

5 

Attach copy or excerpt of laws or regulations. Explain administrative need. 
Since it is a summarized report of all personnel data, it is much easier 1 research than 
the actual personnel files. However, the personnel files must be maintained because they 
contained actual signatures, etc. 

2. Aooroved Disposition Instructions 
. - - & Calendar Year; 0 l%ml Year; 0 Other 

This agency recommends that the file series be cut o r t  ar ti% end of each: 

then, 

3 Hold in the current files are8 
C% Transfer to local holding area. hold L y e a r ( s ) :  then 
0 Transfer to Stam Racards Center: hold 
E4 Oestroy. 
U Transfer to Stam Archives for parmanent retention, 
u Other ISPeCifyl 

M t h ( S l  year (rl ; then 

year(d; then 

.: 

These inmuaions apply to a l l  prior and future accumulations of the series. 

4gencq HeadlOesignee (Signature) Date I Repqrds Management Wicer (Siqnaturel Date 

State Records /Committee (Siunaturel Date 
qecommendations in para- 
paph 12 are approved. 
‘If disappmved, attach letter 
,f explanation.) 

. .. 
. ,  ~ I r>* .. , : . .  -~ 

,. . .~ . 


